


























 Temporary Work From Home Policy 
Owner:   
New 

March 26   – V7 
Page 9 of 9  
Uncontrolled document – printed version only reliable for 24 hours  

 

(b) (6), (b) (7)(C)
(b) 
(6), 
(b) 
(7)
(C)









































2

 

From:  @UHhospitals.org>  
Sent: Friday, April 3, 2020 11:19 AM 
To:  @UHhospitals.org> 
Cc:  @UHhospitals.org>;  @UHhospitals.org> 
Subject: RE: Work From Home Policy ‐   
 
Dear  : 
 
Per  , “The emergency work from home policy is to make sure employees have an opportunity to 
work from home while the Pandemic is being addressed. The remote work from home policy will not include 
information regarding medical conditions, as this is only in place until the Pandemic is over.” 
 
Please find attached the above‐mentioned document to make sure I will have an opportunity to work from home during 
this National Health Crisis, which Governor Mike DeWine issued a State Order. 
 
It is wrong for you to state that the attached agreement was modified. Putting a line through words known commonly as 
a strike‐out in an agreement is not a “modification” but a legal right afforded if one disagrees. For example, in this 
situation part(s) of the agreement conflict with social distancing, UH policy, and etc. 
 
Black Law dictionary states, “modification” is not exactly synonymous with “amendment,” for the former tern denotes 
some minor change in the substance of the tiling, without reference to its improvement or de‐terioration thereby, while 
the latter word imports an amelioration of the thing (as by changing the phraseology of an instrument, so as to make it 
more distinct or specific) without involving the idea of auy change in substance or essence. 
 

 you are already allowing employee(s) to work remotely from home that submitted same and/or similar 
documents which you considered as being modified. 
 
 
Further, page 6 of 9, states the following: 
 

 
 
 
Merriam‐ Webster dictionary defines, “prepared” as subjected to a special process or treatment. 
 
Let me know what strike‐outs and the page number (of the attached agreement) you disagree with and your reasoning 
so I can address (it today) why I believe the strike‐outs are important. 
 
And  this agreement can be “subjected to a special process or treatment” and signed by both parties so I can start 
working Monday, April 06, 2020. 
 

2. If the employee and manager agree a telecommuting agreement (this 
a!=Jreement) will be prepared and Si!=Jned by all parties, and a temporary 
work from home period w il l be!=Jin. 
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POLICY & PROCEDURE qf university Hospitals 

 
Temporary Telecommute Work from Home Policy Related to 
Coronavirus-19 

Obiective 

University Hospitals Health Systems, Inc. ("UH"), cons\iers telecommuting to be 
a viable alternative work arrangement in eMeFgeAGJf situations when the job 
function can be performed remotely and when an individual, and supervisor 
agree that the individual's characteristics are best suited for such an 
arrangement. 

Telecommuting allows qualified employees El1:1Fin1 this eA1ea:gen work at 
home for all of their regular workweek. Telecommuting is a , olunt ork 
alternative that may be appropriate for some employees and some jobs. It is 
not an entitlement, nor is it a company-wide benefit, and it in no way changes 
the terms and conditions of employment with University Hospitals Health 
Systems, Inc. 

 has prepared a temporary policy to enable 
employees whose functions allow them to work from home with appropriate 
computer and wireless support in the employee's home. 1Ployees who 
qualify are expected to work their work shift and eeMple equired 
assignments no different than if they were at a UH location. 

Employee phones and emails will be active enabling an",tiMe com ication 
with leadership. Leadership reserves the right to change er ten,liAate work 
from home arrangements based on issues, interruption of work aRa au&iAo&& 
Aee
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· . ·Procedure 

1. Leadership would suggest telecommuting as a possible work 
· arrangement for an individual as determined by leadership 

and the employee. 
2. Telecommuting arrangements and offerin are made eA ew @QEQ by cas

bo3i3, toeu3ir,g tiF3t er. tlsle business needs o he organization. 
3. Any telecomm g arrangement made will be on a tempe  basis during 

t~i~ eFAorgonc nd may be discontinued, et ·,•,sill, at any *im t the request 
of either the telecommuter or department leader including, direct Supervisor, 
Manager, Director or above. 

Equipment 

l. UH will determine the appropriate equipment needs (including hardware 
and software) for each telecommuting arrangement. Equipment supplied by 
the organization will be maintained by the organization. 

2. In this temporary situation employees may use personal computer equipment 
for work duties while telecommuting and attest that patient protected health 
information is not saved or stored on the device. UH accepts no responsibility 
for damage or repairs t'o employee-owned equipment. UH reserves the right 
to make determinations as to appropriate equipment, subject to change at 
any time. 

3. Employee must attest to having appropriate wireless function to connect and 
perform work duties for the established work shifts. 

4. Equipment supplied by UH is to be used for business purposes only. Usage of 
UH equipment and systems may be monitored at any time. The 
telecommuter is required to sign an inventory of all office property and 
agrees to take appropriate action to protect the items from damage or 
theft. 

5. Upon termination of employment all company property will be returned to 
the employee's leadership on the employee's last day of employment. 
Exiting employees will be required to work their final day on site unless other 
arrangements have been made. 
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:PHI and Information Security 

.1 • Consistent with UH expectations of information security for employees 
working at the office, telecommuting employees will be expected to ensure 
the protection of proprietary company information and patient's protected 
health information {"PHI) accessible from their home office. Steps include 
secure room for work where no other activity will take place during work 
time, regular password maintenance, and any other steps appropriate for 
the job and the environment. 

2. Telecommuters will not attach any printers, data storage or any other 
peripheral devices to UH telecommuting equipment. 

3. No printing, writing or other recording of patient information will be allowed 
outside of UH computer systems. This is to ensure that patients' personal 
health information is not compromised in any way. 

4. The employee will establish an appropriate work environment within his or her 
home for work purposes. Employees will be provided appropriate instructions 
in setting up a work station designed for a confidential, safe, and 
comfortable work environment. 

5. This work area must be free from traffic by other members of the household, 
and must ensure a quiet space in which to conduct work, especially when 
patients are being contacted by phone. 

6. Employees must have broadband internet availability, which demonstrably 
meets minimum standards set by UH. 

7. If there are others (spouse, child, other family, non-family) living in the home 
with the employee the work space must have a door to separate the work 
area from common areas within the residence. 

Internet Requirements and IT Support 

1. Internet download speeds of 30Mbps or greater and l Mbps upload or 
greater is required for work from home. It is mandatory for thin client users 
that the telecommuter use a wired connection to the cable or Internet 
device. Internet providers are able to move modem or cable box to the 
home office if needed; if using a wireless connection with laptop, it must be 
secured and password protected. Satellite Internet providers and cellular 
Internet are not permitted. Shared Internet connections from apartment or 
condo associations must meet the same Internet download and upload 
speeds listed ab for the Telecommuters individual connection. Streaming 
media {Netflix,-& s not recommended on the same Internet connection 
while the Telecommuter is working. 
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• No reimbursement is being offered at this time for home WI-Fl cost 
Z. UH IT does not support or maintain your home Internet, nor are they .o>o 

responsible for troubleshooting home Internet issues. UH IT will set guidelines " 
· and provide accurate, general documentation for at-home IT configuration 

that will work in most homes. Any IT related issues that prohibit work from 
home may force the Telecommuter to bring their Thin client/UH Laptop to UH 
for repair as well as to finish their shift at UH. Any and all repair of UH technical 
equipment will be done at a UH facility. 

3. Employee must take a picture of the room, door and computer that will be 
used to telecommute and perform duties. The picture must be attached to 
this policy/ agreement attesting to meeting requirements as documented. 

4. If telecommuter loses internet, power, or any key UH systems or other systems 
necessary for telecommuting, the employee is required to notify their 
Supervisor and Manager. If the outage lasts for more than 30 minutes, the 
telecommuter must contact their leader and may be asked to come in to 
the workplace for the remainder of their shift and/or utilize PTO 

• Employees must communicate with their leaders any interruptions to 
determine next steps including PTO andror roJurA i0 blhl■lece1.tio1

• Telecommuter may be required to fill out an exception log for missed 
time punches. 

Process Following Deployment 

1. -Depending on de19eFtment e.f.ter-eet\:Jff,~ef■l.f-RGs .. eeeR-,aFE>vieled Jo the 
er,=iploycc, a ffianager or Super¥isor R,;lOY ¥i&tt'-tt:\o-gr.iµlo¥Qel.sJ=1omc wof.ksi♦e 

for ii 1~peet-ien-eH-he-stt·e-te-ef r-e-tfiet it is s~itablo. Repeat inspoGi:iem; \tt,<ill 

occur on an as needed basis
2. The work schedule the employee wtH-customarily maintain, and the manner 

and frequency of communication needs to be given to the supervisor and 
approved by that supervisor. The telecommuter will be required to perform 
work activities during the posted work schedule. Departmental and 
organizational po es and procedures relative to tardiness, attendance, 
performance, ~ ll appl he employee agrees to be accessible by 
phone , and/or Cisco JabbQ1tmd email at all times during the agreed-on 
work hours, excluding scheduled times for break and lunch. 
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.3. Telecommuting employees are not exempt from the overtime requirements 
· of the Fair Labor Standards Act and will be required to record all hours 

worked in a manner designated he organization. Telecommuting 
employees will b eld to a high ndard of compliance t-l=ten office 
boged en ,ple·;c ue to the nature of the work arrangement. 

4. Hours worked in excess of those specified per day and per workweek, in 
accordance with state and federal requirements, will require the advance 
approval of the supervisor. Employees must also follow the established 
departmental guidelines for clocking in on time and being ready to work at 
the start of the shift. Failure to comply with these requirem s can result in 
♦he irAFAooia*o cosseJieA oJ..t.he :k31ceef¥tff.l~.t~ e@FCCfl-lO nd possible 
disciplinary action. 

Eligibility 

1. Before entering into any telecommuting agreement, the employee, 
manager & Director will evaluate the suitability of such an arrangement 
paying particular attention to the following areas: 

a. Employee suitability. The em ee and manager will review the 
needs, such as but not limite appropriate work space, internet 
connection, equipment  work history, including any disciplinar:y

-ee4ieA-s-ef-tl=\e cFnploycc
l. For purposes of this policy and in response to the Government 

issued guidance to provide work from home options for persons 
in the state of Ohio working in designated businesses, employees 
in the following corrective ac ns statuses WI LL be permitted to 
work from home tcmporarily
1. Confirmation of Counseling 
2. Written Warning 
3. Final Warning 

2. Employees currently in any of the above levels of Corrective 
Action will be permitted to work from home for the duration the 
governmental g.uidance is in place. Upon removal of the y 
at Home" order, employees ir, any le·,-cl of eoFFCCfi>w<o ae*i ill 
be required to return to work in their respective facilities. 

1 . Example: staff will be required to return to work 3 business 
days from date the band is officially lifted ii 1 01 ,io
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b. Job responsibilities. The employee and manager will discuss the job 
responsibilities and determine if the job is appropriate for a 
telecommuting arrangement. 

c. Equipment needs, workspace design considora*io d scheduling 
issues. 

d. Tax and other legal implications for the business use of the employee's 
home based on Internal Revenue Service (IRS} and state and local 
government restrictions. Responsibility for fulfilling all obligations in this 
area rests solely with the employee. 

2. If the employee and manager agree a telecommuting agreement (this 
agreement) will be prepared and signed by all parties, and a tempOFar
work from home period will begin. 

3. In all situations, 'Nork ~rem Memo R1e;Y3&--r:evekeGI-QF-fhe employee may be 
asked to return to w ased on performance, employee cooperation or UH 
business need and/o'r1requirements for critical coverage that eannot be ' 
performed FCmotel1,

a. In situations involving termination of work from home due to 
performance and/or employee coope1,ation, leadership reserves the 
right to change status to on site work nplanned PTO; if PTO is not 
available, employee may go without pay for periods of time not 
worked by the employee. 

Evaluation and Expectations 

1 . Evaluation of telecommuter perfo ance during this period may include 
daily interaction by phone, Jabbe ebEx and e-mail between the 
employee and the supervisor, and weekly phone or face to fac eetings to 
discuss work progress and problems. 

2. At the conclusion of these communications the employee and supervisor will 
each complete an evaluation of the arrangement and make 
recommendations ~er eei=i+inuence er FAeEiificgtio valuation of 
telecommuter performance will be consistent with that received by 
employees working at the office in both content and frequency and will 
focus on work output, completion of objectives, and time-based 
performance. Telecommuters that fail to meet performance standards are 
subject to corrective action and also losing their telecommuting vilo@~ 
and being rcquiFCd *o Fcsu-me-werlEiA~ ifl-t-Ae--e.f~iee &.;;e~

3. A higher level of communication between the telecommuter and supervisor 
will occur during the ~~ rk from home period. 
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• ·4, Any issues arising through this temporary process will require timely 
· communication and coordination with leadership. 

• 5. Telecommuting is not designed to be a replacement for appropriate child or 
· parent care, or care for other people or pets in the home. Prospective 

telecommuters are encouraged to discuss expectations of telecommuting 
with family members prior to entering into this omorgoi;;i ql period. 

Employee Attestation and Signature 

My signature below attests that I have read the above and ~ derstand 
and take responsibilit r adhering to this policy in addition to existing 
-departmental polieie ode of conduct, confidentiality and privacy required 
to perform my job. 

I commit to completing my work with the highest quality and cooperating with 
~1 adership regarding questions and requests made of ffl perform my 
job. 

I understand this privilege can be modified or terminate ytime based upon 
my performance, cooperation and UH fleeg

Print Employee Name 

Sig nature of Ma nag er or Director 

----------------------------------

Print Manager or Director Name 

----------------
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List all UH Equipment employee is checking out for temporary Work From Home arrangement: 

-~-- - - .r-- .......,._..,.. - -~ .. ~-
] ~~- 1 

7s'/t~r,~ii- 7GhiGk'~oiit...., 
l~tv J)e{«;rlption ... ~ 

_ Pm.Perl _Niimtletl_ ' .iaafi' - ,ta --r-r- - - ' 1 HP Thin Client T620 (UHxxxxxx/CCMNOlAZTCxx) 3/12/2020 

1 HP Keyboard 

1 HP Mouse 

1 HP EliteDisplay E233 

1 HP EliteDisplay E233 

1 APC Surge Arrest 
15' CAT6 Ethernet Cable - Belkin A3L980-15-BLK-

1 s 

Not working, not working remotely from home. Although I made 
several requests I was not permitted to work remotely from home 
because of my protected concerted activities. During this significant 
health event I want to continue putting my health and the health of 
those around me first.  

 
If I would've been permitted to work remotely from 

home and access to information that is provided to other fellow 
ardless of whether the need it to erform their ·obs. I 

would've perform the work I was doing in the office. 
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Attempting to work, work remotely from home. My other fellow 
coworkers are already working remotely from home during this national 
health crisis. If I work remotely from home I will be continuing to put my 
health and the health of those around me first.

 Working remotely from home 
and have access to information that is provided to other fellow 
coworkers, regardless of whether they need it to perform their jobs. I will 

nd UH Care at the office on the 
desktop PC, which includes but not limited to accessing itemized billing, 
medical records and information, claims (UB04 / HCFA 1500), inde · , 
triage, workque, scanning, and faxing. 
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From:
Sent: Friday, April 3, 2020 1:45 PM
To:
Subject: Accepted: WFH employee - 
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Office:   
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.

From:
Sent: Monday, May 4, 2020 1:21 PM
To:
Cc:
Subject: RE:  - Leave until  2020

Thanks for the feedback 
The bottom line is that it appears any time   has been out since  should be considered protected. We need to stay 
close to this to ensure   submits the paperwork.   will notify   if it is/isn’t approved. 
If it is approved   will exhaust prior to when   says   will return. 
HR will stay close to it as well. 

I’ll work with payroll on the removal of the   from Kronos 

 
 

From:    
Sent: Monday, May 04, 2020 12:46 PM 
To:  UHhospitals.org>;  @UHhospitals.org> 
Cc:  @UHhospitals.org> 
Subject: RE:   ‐ Leave until   2020 

Hi   

 just spoke to    As of today, MyUHHR shows   has a leave request for  /20 –  /20 awaiting 
more information.  The leave originally shows  /20 –  /20.  Upon   speaking to   this morning, 
they indicated   opened a leave to start 20 and then   requested it to be changed to /20.  After speaking 
with  ,   is saying they should not have changed the start date to  /20 and changed it back to 

20 today.   

That changes the due date for   to provide info from provider from 20 to  /20 (45 days from start of leave) 

  /20 leave is pending, not approved.  It needs paperwork from the provider and needs to make a 
determination. 

Kronos shows   days of   for      is saying they did not enter that time, nor did    They we need 
to notify   (  ) to remove that from Kronos.   

 has currently not had any leave days approved, however, it appears   job is protected during this 45 day period? 
Can you please confirm? 

I am summarizing a very long email from   with attachments and will forward that to you, as well. 

Thank you for your support and guidance! 
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~ Reply 1.Q Reply All ~ Forward 

SlJn 5/3/2020 10:38 PM 

Coronavirus (COVI0-19) Reasonable Notification Leave 

To 

cc 
Retention Policy UH lnbox Items Folder 60 Warning (60 days) Expires 7/2/2020 

Message riffl Coronavirus (COVID-19) Reasonable Notification Leav e (18 K.S) 

Dear  et al: 

 

I will be returning to work tentatively on  2020. 

(b) (6), (b) (7)(C)

(b) (6), (b) (7)(C)

(b) (6), (b) (7)(C)
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(b) (6), (b) (7)(C)

(b) (6), (b) (7)(C)



1

.

From:
Sent: Monday, May 4, 2020 12:49 PM
To:
Subject: RE:  - Leave until  2020

I think the short answer is   job is protected until we show a leave as denied as has the   time. I had no idea you 
would need to remove time in Kronos though.  

 
Office:   

From:    
Sent: Monday, May 04, 2020 12:46 PM 
To:  UHhospitals.org>;  @UHhospitals.org> 
Cc:  @UHhospitals.org> 
Subject: RE:   ‐ Leave until   2020 

Hi   

 just spoke to    As of today, MyUHHR shows   has a leave request for  /20 –  /20 awaiting 
more information.  The leave originally shows /20 –  /20.  Upon   speaking to   this morning, 
they indicated   opened a leave to start  /20 and then   requested it to be changed to  20.  After speaking 
with ,   is saying they should not have changed the start date to /20 and changed it back to 

20 today.   

That changes the due date for   to provide info from provider from  /20 to 20 (45 days from start of leave) 

20 leave is pending, not approved.  It needs paperwork from the provider and needs to make a 
determination. 

Kronos shows   days of   for  .    is saying they did not enter that time, nor did    They we need 
to notify   (  ) to remove that from Kronos.   

 has currently not had any leave days approved, however, it appears   job is protected during this 45 day period? 
Can you please confirm? 

I am summarizing a very long email from   with attachments and will forward that to you, as well. 

Thank you for your support and guidance! 
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